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GETTING STARTED 

HINTS AND TIPS FOR WORKING WITH A WEB APPLICATION 

OTIS - unlike its predecessor, the Project Tracking System (PJT) - has been developed as a web 
application.  This allows you – the end user - to access and use OTIS using your web browser software 
e.g. Microsoft Internet Explorer. 

Because we are using web application technologies, users located outside of ITD’s internal corporate 
network see real time data regarding transportation projects contained within the current Idaho 
Transportation Investment Program in addition to history of currently active and closed projects. 

Here are some things to keep in mind as you work with OTIS in the web application environment: 

DO! – opening multiple instances of OTIS within multiple web browser sessions allows you to 

multitask different OTIS functions. 

DON’T – use the forward and back browser buttons to navigate. 

DO! - use the controls provided within the application 

DO! – use the CNTRL-F hot-key combination to bring up a Find i.e. Search function where you can 

search for any text value on the current page. 

DON’T – be impatient – response time for OTIS, especially for users outside of ITD’s internal 

network – depends on other traffic and applications on your internet connections. 

DO! – use the export feature on OTIS reports to extract your report results to a PDF, Excel or other 

file format. 

OTIS Security 

To permit access, applications such as OTIS typically utilize a security scheme, which consists of 1) a user 
name and 2) a password. 

Note:  For the purpose of this training, external OTIS users have been identified in advance to the ITD 
network administrators and have been given credentials on the ITD network which you will use to logon 
to the training room workstations. 

Users inside ITD’s network such as ITD staff and internal contractors already have user names and 
passwords assigned to them as part of allowing access to ITD network resources such as email. 

First time internal users should contact OTIS administrators at ITD-OTIS@ITD.IDAHO.GOV for setting up 
access to OTIS functions using their regular ITD credentials.   

mailto:ITD-OTIS@ITD.IDAHO.GOV
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First time external users should visit the OTIS Internet portal at https://OTISWEB.ITD.IDAHO.GOV/ and click 
on the prompt “Request Access”.   

 

Figure 1 - Logon Screen at the OTIS Internet portal 

TIP:  be sure to click on “Privacy Policy” to read and understand OTIS data privacy limitations.  

After clicking on “Request Access”, the following screen displays requesting your information: 

 

Figure 2 - New External User Information Screen 

Provide all requested information and when complete, click on “Submit”. 

https://otisweb.itd.idaho.gov/
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Upon completion of OTIS account setup, new users are sent a standardized “Welcome to OTIS” email.   

 

Figure 3 - Sample "Welcome to OTIS" email 

The setup email includes an initial password that is only to be used to access OTIS from outside the 
internal ITD network and which can be changed by the user from the MyOTIS feature within OTIS.   For 
internal ITD users, this DOES NOT replace your current ITD network/Windows password. 

Remember:  For ITD internal users, changing your OTIS password from within 
MyOTIS does not change your internal ITD password; and changing your ITD 
password from within Windows will not affect your OTIS password.  Have we 
confused you yet?? 

 

OTIS BASICS 

TRAINING GOALS 

At the end of this training, OTIS users will be able to: 

• Visit the OTIS external web logon page and request access; 
• Access OTIS (and manually logon if necessary); 
• Understand the different Alerts, ToDo List, and Reports homepage areas; 
• Search for specific projects by Key Number using the GoTo feature; 
• Search for a range of projects using Advanced Search; 
• Use basic display grid features such as sorting and grouping; 
• Identify location, budget, obligation, milestone and other information for a project; and 
• Run and understand basic OTIS reports. 
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Non ITD Users Only. Users with a valid ITD Username and 
password do not need a separate OTIS e-mail or password.   

LOGIN TO OTIS  

If inside ITD’s Network  . . .  
• Use this option for this training class 
• Navigate to URL //otisweb/otis.web 

You will be passed through OTIS security and taken to your OTIS home page. 
 

If outside ITD’s network (anywhere on the Internet) . . .  
• Navigate to URL https://otisweb.itd.idaho.gov/ 
• Logon with a valid user ID / Password combination. 

o If assigned or using a username@itd.idaho.gov username and password, use these credentials; 
o If previously assigned an external  username@mail_domain username and password, use these; 
o `If you have neither an ITD.IDAHO.GOV user account or external user account, click on “Request 

Access” as shown below. 

 

HOMEPAGE 

Your OTIS homepage provides a personalized dashboard that shows a number of features customized for you.    

Let’s do a short tour: 

• Go To Key Number:  Allows you to quickly jump to a Key Number representing a project of interest:  
enter a valid key number in the "Go To Key Number" field and click "Go" or press Enter – this will take you 
quickly to the View / Edit project screen.  

• To Do: Users with Edit permissions and who are responsible for tasks in OTIS have a ‘To Do’ section on 
their homepage with links to outstanding work items such as Project Change Requests and Obligations.   

• Alerts: Updates on pending tasks, notices, overdue items, etc. User can review any Alerts in mailbox user 
able to view alert, mark read, mark unread, etc. 

• MyOTIS:  Click on "My OTIS" to select personalized reports, change your password*, etc. 

Figure 4 - OTIS Internet Logon Portal 

file://otisweb/otis.web
https://otisweb.itd.idaho.gov/
mailto:username@itd.idaho.gov
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Your Personalized 
 

Your Personalized Task 
 

• Reports:  Users have access to ALL OTIS reports, but users may want to set up their MyOTIS to show their 
most frequently accessed reports on their OTIS Homepage. 
 

Practice Exercise:  Try entering some key numbers of interest into the Go To Key Number field and click on Go.  
This will return a results screen showing scope, location, schedule and budget details for your project.  Don’t 
worry, we’ll spend some more time to go through the different information tabs shown on the project details 
screen. 

TIP:  If you don’t have any key numbers in mind, your instructor has hard copies 
of the ITIP ‘Pink Book’ containing the approved program from September 2013.  

Figure 5 - OTIS Homepage Screen 
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OTIS MENUS 

Users navigate from their Homepage and between different OTIS pages by navigating across four or more tabs 
which may include: Home, Advanced Search, Obligation Request and Change Request. 

• Home: Takes user to the Home Page 
• Advanced Search: Takes user to the Advanced Search Page to search for projects or to create a new 

project. 
• Obligation Request menu tab: List of expected obligation requests. Click the hyperlink to view a specific 

obligation request.  
• Change Request: List of expected open change requests. Click the hyperlink to view a specific change 

request.  

The other tabs shown are for internal and/or reserved OTI functions. 

ADVANCED SEARCH 

Whereas the Go To Key Number search field on your Homepage allows you to quickly retrieve information for 
one project, the Advanced Search allows more complex querying of the OTIS project database.    Values for up to 
18 search fields can be entered; for example, you can search for all District 3 projects for the 2014 program year by 
selecting “District 3” under District and entering “2014” for Program Year; on the other hand, if you want to see 
just one Key Number you can enter that value under Key Number. You can select between the Draft and the 
Approved programs by setting checkboxes accordingly. 

 

Figure 7 - Advanced Search Screen 

Figure 6 - OTIS Homepage showing Navigation Tabs 
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Edit Project  To View Project Only 

 

Following are the OTIS Advanced Search fields: 

• Key Number 
• Project Name 
• Reference Number  (same as a temporary Key Number, starts with ‘ORN’ for OTIS Reference Number) 
• Federal Aid Number 
• Work Authority 
• Route  
• Segment 
• District 
• City 
• County 
• Location Phrase (could be a geographical identifier in the Location field) 
• Eligible Source 
• Program Year 
• Major Program 
• Performance Program 
• Project Status 
• Project Properties 
• Work Class 

Once you enter your criteria and click on Search, your results are returned. 

Figure 8 - the Advanced Search Results Screen 
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Up to 250 projects can be returned and displayed returned in the results section.  If necessary, insert additional 
criteria  and click on Search to refine the search and return fewer results.  The following actions can be performed 
on the returned list of projects: 

• Search results can be exported by selecting "Export to CSV".   
• For a specific project, click on the project hyperlink to open the project for viewing. 
• If you have proper security to make changes to OTIS projects, clicking on Edit will open an Edit Project 

screen. 
• The Advanced Search results in OTIS are displayed using a common layout method called a “Grid”. 

GRID FUNCTIONALITY 

o All Grids in OTIS have advanced sort, filter, and search capability. 
o Click the Column name to Sort by the Column characteristic 
o Click the Funnel to see advanced filter and search capabilities.  
o Dragging and dropping one or more Column names into the grouping row tells OTIS to rearrange 

the data and display it using the grouped column names as sort breaks. 
  

Figure 9 - Using Funnel Filters 
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PROJECT INFORMATION IN OTIS 

OTIS maintains project information broken out under a series of tabs and subtabs. 

There are six main tabs: General, Budget, Work Authority, Obligation, History and Documents 

Two of the six main tabs – General and Budget – are further broken out into more detailed sub-tabs. 

For the General tab, the sub-tabs are Project, Location, Scope and Milestone & Tags. 

For Budget, the sub-tabs are Summary, Program Details and History. 

Here are the eleven tabs containing project information: 

• General / Project – a wrap-up or summary of the entire project record. 
• General / Location – allows defining of multiple locations, will map project locations. 
• General / Scope – tracks project workclass and subclass and related info. 
• General / Milestone & Tags – summarizes OTIS, Environmental, and PSS milestones plus Project 

Properties. 
• Budget / Summary – high level wrap up of the project schedule, obligations and expenditures. 
• Budget / Program Details – details of schedule and obligation by phase and year along with match 

sharing. 
• Budget / History – documents changes to the budget for the project. 
• Work Authority – details the work authorities set up for the project. 
• Obligation -  shows obligation history and details for the project, and allows you to inititate new 

obligation issues. 
• History – shows the history of the project and changes through processes such as program update. 
• Documents – provides a means of associating related project documentation in electronic form. 

GENERAL PROJECT INFORMATION 

Key Number 13361 will be used as a sample project to help show the project information screens.  The General 
Project screen for KN 13361 provides a quick look at how the project is defined, when it is scheduled in the 
Program and provides an overview of the Budgeted, Obligated and Expended amounts of funding. 

 

Figure 40 - General/Project Screen Showing Project Description, Status, Budget and Programs 
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Practice Exercise:  Conduct your own Advanced Search for Key Number 13361 and see if you can find the 

following information from the General/Project tab: 

1) What is the assigned Work Authority? 
2) What Program Name is this project classified under? 
3) What is the total amount of Expended PE? 
4) What is the total Budgeted or Scheduled Cost? 

PROJECT LOCATIONS 

Click on the Locations tab.  The section of the screen titled “Overall Project Location Characterics” provides 
calculated factors for project length, number of lanes, and geographical distributions of the project across city, 
urban and county boundaries. 

The box to the right titled “Project Location Details” will contain segment and milepost information for each road 
segment included within the project. 

Practice Exercise:  See if 
you can calculate the Cost/Lane 
Mile from the other information 
contained on the summary screen:  
Total Cost, Total Project Length, 
and Average Project #Lanes. 

When you are done, click 
anywhere inside the Project 
Location record to expand the 
details.  You will see this screen to 
the right. 

If you had multiple locations for 
the project, you could click on 
each location row to see the detail 
e.g. segment, beginning and 
ending MP, etc. 

Click anywhere here to view 
location details 

Figure 5 - Project Location Summary Screen 

Figure 6 - Location Record Details 
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Also included is location data for bridges, railway crossings, and other geographic and juridictional information. 

OTIS utilizes the Department Linear Reference System to map project locations where supported by the data.  For 
the location record shown for the example of Key Number 13361, click the Map It button.  A separate web app 
window will open and the Linear Reference System map will show that location.  If the project has multiple 
locations, you will need to select each location, open the Location details screen, and then click Map It for that 
location.  The project location is highlighted in yellow.   

 

Figure 73 - GIS / LRS Representation of Project Location for KN 13361 

 

TIP:  You close the web browser window containing the map to exit from it. 
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PROJECT SCOPE 

Clicking on the Scope sub-tab, opens a screen that primarily displays the Work Class and Sub classes for our 
project. 

In OTIS, some key information appears on multiple screens.   Work Authority and Federal Aid number also appear 
on the General/Project screen.   

 

Figure 14 - General Scope Screen 

Practice Exercise:  Using the Advanced Search results for Key Number 13361, what is the Budget Code for 

this project? 

PROJECT MILESTONES AND TAGS 

Clicking on the Milestone & Tags tab, 
you bring up a screen that shows the 
OTIS Milestones, Environmental 
Dates, and PSS Milestones.  PSS and 
Environmental data is brought into 
OTIS from the source databases. 

 

 

Figure 8 - OTIS, Environmental, and PSS Milestones 
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Practice Exercise:  Using the Advanced Search results for Key Number 13361, answer the following 

questions: 

1) In what month was this project originally approved by the IT Board? 
2) What is the submittal date for the PS&E package? 
3) Was this project awarded? 
4) If so, what was the date that the project was obligated for award? 
5) Is this project Grouped or Not Grouped? 

 

BUDGET SUMMARY 

The next area to look at regards project budgets.  Click on the Budget tab – this brings up the Budget/Summary 
screen.  This screen repeats some of the summary information shown on the General/Project screen such as 
totals for Scheduled, Obligated and Expended by phases. 

 

Figure 9 - Budget Summary Screen 

Practice Exercise:  Using the Advanced Search results for Key Number 13361, answer the following 
questions: 

1) What is the total amount obligated for PE? 
2) What is the total expenditures for this project? 
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BUDGET DETAILS 

Clicking on the Budget/Program Details tab brings up a screen displaying the following information for the 
project:  Program Details and Match Shares, along with Scheduled Costs and an Obligation Summary for each 
selected program.   There are two programs listed for Key Number 13361 – Pavement Preservation and State 
Forces.   

By selecting either Pavement Preservation or State Forces from the Program Name dropdown, the corresponding 
Scheduled Costs and the Obligation Summary section will display. 

 

Figure 10 - Budget/Program Details Screen Spotlighting the Pavement Preservation Portion of the Project 

Practice Exercise:  Using the Advanced Search results for Key Number 13361, answer the following 
questions: 

1) For 2014, identify the Schedule or Budget amounts by phase for the Pavement Preservation program 
portion of the project. 

2) Identify the obligation amounts by phase for the Pavement Preservation program portion of the project. 

Shares Summary specifically for the 
Pavement Preservation Program 
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BUDGET HISTORY 

Click on the Budget/History tab to see if there have been  any Historical changes recorded to the project. 

 

Figure 18 - Budget/History Screen 

WORK AUTHORITY 

Clicking on the Work Authority tab for Key Number 13361 displays the following screen showing the  Work 
Authority assigned to this project  along with the dates the Work Authority was established and is scheduled to 
expire. 

 

Figure 19 - Work Authority Screen 

PROJECT HISTORY 

Clicking on the History tab shows changes to the project, for example through the annual Program Update process. 

For Key Number 13361, the following screen shows a historical change record dated 7/8/2014 and corresponding 
to the FY15-FY19 Program Update. 

 

Figure 19 - Project Change History 
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Clicking on the Compare button brings up the following summary of changes that occurred to Key Number 13361 
as part of the Program Update process. 

 

Figure 20 - History - Project Comparison Screen 

For Key Number 13361, the above shows that there were no changes to the project’s Location, Budget, or other 
project data as an outcome of the Program Update process. 

PROJECT DOCUMENTS 

Clicking on the Documents tab brings up the following screen showing documents electronically linked to this Key 
Number. 

Clicking on the Document Name brings up the following screen: 

  

Figure 22 - Document Details Screen 

Clicking on View Document brings up the document using the correct viewer, in this case using Microsoft Word. 

  

Figure 21 - Project Documents Screen 
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OTIS REPORTS 

OTIS includes a number of ‘canned’ or pre-developed reports.  Navigate to the Reports section by clicking on the 
Reports main menu tab.   

The list of reports display, 25 to a screen.  The notation in the lower right corner indicates there are 28 reports to 
choose from.   A slider bar along the right side allow navigating up and down through the report list.  In the lower 
left corner, arrows and page number buttons allow navigating to the second page of report. 

 

Figure 23 - First Page of OTIS Reports List 

As an example, let’s select the “Project List Report” by clicking on the report name. 

This brings up the report criteria screen for this report. 

 

Figure 24 - Report Criteria Screen for Project List Report 

This report requires the following variables: 
• Program Year Range Start 
• Program Year Range End 
• District 
• Project Status 
• Report Tag 
• Major Program 
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For the report, the Program Year is set to “2014”, the District is “3”, the Project Status is “Awarded”, the Report 
Tag variable is set to “Ignore Report Tags”, and the Major Program is set to “All Programs”. 

 

Figure 25 - Project List Report Selection Criteria Set 

Once the criteria is set, select “View Report”.  Using the criteria supplied, the following report is generated. 

Controls at the top of the report allows navigating forward and backwards through the report.  A “Find” search box 
facilitates searching for text strings in the report output. 

 

Figure 26 - Project List Report Output 

Next to the “Find” search box, there are icons for exporting and printing the report output.   

If you select the diskette export icon, you get the following drop down which allows a 
selection of export file types. 

 

Figure 27 – Print Report Export File Formats 
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Although standard Microsoft print functionality is provided via the printer icon, the recommended printing 
approach is to i) export the report to PDF format and ii) review the PDF file and then if hard copy printing is still 
required, to print from PDF. 

As you become more experienced with using OTIS and running reports, you may wish to add frequently used 
reports to your OTIS Homepage using MyOTIS.  Just check off those reports you wish to include in your Homepage 
list and click Update Profile. 

 
Figure 28 - Favorite Report Selection List from MyOTIS 

 
Figure 29 - Project List Report on Homepage 

 

OBLIGATIONS 

The Obligation tab in OTIS provides the ability to review prior obligation activity and to initiate new obligations. 

The Obligation Agreement Summary section shows obligation amounts by phase by year. 

The Obligation Agreement History section differs from the Summary section in showing an issue-by-issue 
accounting of prior obligations. 

The Summary Project Total Obligations section provides a wrap up of obligation and match amounts by 
apportionment code. 

The green New Issue button in the lower right corner is used to initate a new Obligation Request issue. 

The following screen shows the obligation summary and history for Key Number 13361. 
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Figure 30 - Obligation Summary and History Screen 

WRAPPING UP 

PRACTICE AND QUESTIONS 

At this point in the training, its important to spend some time in practice and should include the following topics: 

• Project Lookup with GoTo Key Number and Advanced Search 
• Reviewing Project Information Including Budgets, Scopes of Work, Locations and Obligations 
• Extracting project information to exported files 
• Running Reports 
• Modifying the MyOTIS Environment 

 
This is also a great time to ask questions that might dive deeper into areas you will encounter on a daily basis. 

OTIS TROUBLESHOOTING 

OTIS utilizes a web application centralized processing model and does not rely on decentralized data servers 
located in district offices.  All data communications flows to the ITD data center located in Boise and web 
applications and reporting servers are located at HQ.  This should permit acceptable response time for all OTIS 
users, but there are certain cases and times of the year when there may be a high level of contention for server 
and database resources.   
 
In reacting to perceived system slowdowns or inordinately delayed response times, a good start to any 
troubleshooting is to discern whether there has been a system failure or users are experiencing slowness because 
of increased demands on the system. 
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For ITD internal users, since the same network is used for OTIS as for email and AMS, a good initial step in 
troubleshooting any apparent OTIS problems is to check whether email or AMS also appear to be affected. 
 
For ITD external users, an easy way to validate OTIS connectivity in the event of an OTIS application failure is to 
check whether the ITD website at www.itd.idaho.gov can be accessed. 
 
In either case, a first line of support to assist in trouble is the ITD ETS Service Desk at Service.Desk@itd.idaho.gov 
or (208) 334-8175.   
 
Every effort has been made during OTIS development to ensure the accuracy of OTIS in performing arithmetic 
calculations related to ITIP financial operations such as obligation requests.   What appear to be mathematical 
errors – especially in the early stages of OTIS use – should be reported immediately to OTIS business system 
administrators at ITD-OTIS@itd.idaho.gov. 
  

http://www.itd.idaho.gov/
mailto:Service.Desk@itd.idaho.gov
mailto:ITD-OTIS@itd.idaho.gov
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PJT 1 - Main Info Screen for Project 

 

PJT 2 – Budget Detail Screen 
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PJT 3 - Project Data Screen 



OTIS USER MANUAL 
APPENDIX 

Cross-References to Project Tracking Screens 
 

 

Appendix - iii 
 

 

PJT 4 - 1414 Project Change Request Screen 
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PJT 5 - 2101 Obligation Request Issue Screen 
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PJT 6 - Project Milestone Screens 
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PJT 7 - Report Selection Screen 
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PJT 8 - 2101 Queue Status Screen 

 

 

PJT 9 - Key Field Search 
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PJT 10 - Work Authority Summary Screen 



 

Appendix - i 
 

 


	GETTING STARTED
	Hints and Tips for Working with a Web Application
	OTIS Security

	OTIS BASICS
	Training Goals
	Login to OTIS
	Homepage
	OTIS Menus
	Advanced Search
	Grid Functionality

	PROJECT INFORMATION IN OTIS
	General Project Information
	Project Locations
	Project Scope
	Project Milestones and Tags
	Budget Summary
	Budget Details
	Budget History
	Work Authority
	Project History
	Project Documents
	OTIS Reports

	OBLIGATIONS
	WRAPPING UP
	Practice and Questions
	OTIS Troubleshooting


